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MIDCAREER PROGRAM FOR THE OFFICE OF TRAINING 


1. In compliance with pertinent regulations, the Office of 
Training has inaugurated a Midcareer Training Program. The purpose 
of the program is to identify and train officers who will eventually 
assume the senior positions within OTR, or elsewhere within the Agency. 
In addition, it will examine all OTR careerists who fall within the 
general age and grade range criteria to insure that their training needs 
are being met in a manner that will insure maximum utilization of their 
skills and potential. 

2. Criteria for selecting OTR midcareerists include the following: 

a) Skills: He must he highly qualified in his sub- 
stantive field of training and/or have demonstrated 
his aptitude for supporting the various activities 
necessary to the training mission at a senior level. 

b) Perfor man ce - High quality performance is essential. 

His employment history should show steady growth to 
positions of ever increasing responsibilities. He 
must have demonstrated ability to cope successfully 
with diversified and challenging assignments and 
projects. 

c) Potential: In addition to making progress in a 
substantive field, subject must evidence the 
administrative capabilities and leadership qualities 
which mark him for positions of senior responsibility 
at the GS-15 or higher level. In addition to those who 
have displayed an aptitude for broad and executive type 
positions, this office will also select certain 
individuals whose specialities are narrow in scope 

but highly significant to the training mission. In 
this we recognize the importance of the contributions 
made by senior specialists. 

d) Age: Candidates should be between the ages of 35 
and 45 • 

e) Grade: Candidates will be in the grade GS-13 (a few 
exceptions may be made where outstanding candidates 
are identified at the grade GS-14). 
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3. The original group of officers will he selected from a slate 
of candidates to he presented at a Training Career Board meeting. 
Add itions or deletions to this group will he made at regular Career 
Board meetings. All OTR careerists who are within the above grade 
and age zones will he considered with a view towards achieving optimum 
performance and advancement through planned training. For those who 
do not become a part of the OTR Midcareer Program, efforts will he made 
to identify training and career programing appropriate to their needs. 
When training other than midcareer training is appropriate, or when no 
additional training is appropriate, the employee will he so advised. 

The instrument to accomplish this counseling will he our established 
Career Preference Outline review system. 


> 
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MEMORANDUM F® : 

SUBJECT : Admission to the Office of Training 

Midcareer Training Program 


1. I am pleased to inform you that you have been selected for 
admission into the Office of Training Midcareer Program by the 
Training Career Board. As you may be aware, the program covers a 
five year span and may include rotational assignments, orientation 
and familiarization tours, external and internal training courses, 
and attendance in the Midcareer Executive Development Course. To 
assist in establishing your program, it is requested that, in con- 
sultation with your school or staff chief, you draft a program 
using the attached OTR Career Preference Outline. You are reminded 
that counseling is available within OTR as provided by the Registrar, 
the Special Assistant to the Director of Training, your Career Manage- 
ment Officer, and, of course, myself. You draft will be presented 
to the Training Career Board for approval and/or modification as 
appropriate. It is highly probable, that changes in your plan will 
become necessary as OTR responsibilities and priorities respond to 
the changing requirements of the Agency. In that event, these changes 
will also be presented to the Career Board for approval. 

2. It may be well to mention that the honor of selection carries 
with it the obligation for you to exert all possible effort and initi- 
ative to achieve maximum benefit from the program. In addition, you 
should be aware that your program, as approved by the Career Board, 

is not to be considered your "carte blanche" to success nor an 
irrevocable document with precise commitments. However, you can 
know that I will do everything possible to insure that your various 
assignments, orientations, and formal training, will correlate with 
the substance and timing of your approved plan. 

3* May I extend my congratulations on your selection for 
participation in the Midcareer Program. 


/b/ 

MATTHEW BAIRD 
Director of Training 

Attachment 
as stated 
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MmM BAIRD 
Director of Braining 
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OFFICE OF TRAIJSIKG 

2 0FEB1964 

KOT2CK 
no. 6-64 

SUBJECT ; ” Reporting of 55»ployee Emergencies arid unforeseen Absences 


REFERENCE: 



X. The attention of nil supervisors Is directed to referenced 
regulation regarding reporting of employee cmer.gen.cleo and unforeseen 
absences. It is extremely important that all supervisors and employees 
fee aware of their responsibilities particularly regarding the reporting 
of employee emergencies or unforeseen absences imitediately to the 
Of fice of Personnel through. PQ/TR. it is important to emphasise that 
portion of the regulation requiring the employee fco report unforeseen 
absences within the- first two hours of the work day* ard the super- 
visor’s responsibility- to follow-up to contact on employee vho doe© 
not report in this i>ertod of time , 


2 , Relative to employee eaergenc3.es, it is encumbent upon, each 
employee of 0TB. to be sure that the noma, address and telephone number 
on his emergency locator card ic current and accurate. These cards 
are retained in PO/TR. 

3-. Hot included ia referenced regulation, but salient to the 
effective administration of CTfl, Is an additional requirement for those 
on sick leave to report their condition to their supervisors on a 
daily basis . Those who will go on pleased and extended sick leave 
lacy arrange a periodic reporting procedure, appropriate to essployee^s 
illness and conditions of confinement, 

k. Each Squeal and Staff Chief should therefore circulate 
referenced regulation to all of Ms employees ami certify (through 
the weekly) to the Director of Training When all of his employees 
have reed and understand the provisions of this regulation. Hew 
employees and returnees to OTR will be alerted to this regulation as 
they process through PO/I'R. 

25X1 A9a 
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* OFFICE OF ®SAISXS» 


softies 31 Ccfcalw^ 3,9'S2 

SG« XQ-S2 

SISJSCS: Federal Salary Reftosm Act of 1$62 


1. 5:ae "carrot” nad the "stick” approaches t^persoanel 
iaanegement have Ion® been recognised oa opposite bust effective 
tools of wanagemeufc. Sc**e employees work more effectively if 
praised and regarded by 'their supervisors — • the "carrot" approach; 
others need to l?e prodded by the goad, the threat or the "stick". 

2b.s Federal Salary Reform Act of 1.962 offers the OTR supervisor 
the opportunity in one package to utilise both those- tools of 
management or whichever of the two is appropriate. 

S. 'iSse "carrot" aspect of the Act enables management to 
recognise the especially worthy employee by Merit la -grade 
pvosiotious, not to exceed more than one each year. This is the 
oH^tunity we've long waited for in 0®R to give recognition to 
the employee who clearly deserves a full grade promotion but whom, 
because of the extremely limited number of promotion vacancies, 
particularly in the higher grades, we' are unable to promote. Ihe 
Merit in-grade promotion is not to be used indiscriminately . It 
-is not for "good old devoted Joe", or pretty, young end attractive 
Mary. KOr should it be given for long years of slightly better 
than average service. It in for the outstanding employee, whose 
Efficiency Reports so reflect, but who" cannot otherwise be rewarded. 

3. The "stick" aspect of the Act wipes off the books the old, 
practically automatic, la-grade step increases for oil employees 
whose parfoxwaBce is "satisfactory" and replaces this with in -grades 
increases for those employees whose performance detaonotzateo sn 
"acceptable level of competence." Fortunately, there are very few 
employees in GSR. whose performance is marginally satisfactory. Or 
let m say there are few supervisors in GSR who have wanted in the 
past to go through the labyrinthine bureaucratic procedures- of 
proving an employee's ^orfotmmte to be ^satisfa ctory . But there 
is a vest difference between a performance "iiiich'Ts" aerely satis - 
f*ct«»rpr and pa-rfonsoacs which demmstrates en acceptable level of 
efs-T >=f^ ace. Here then is both an opportunity to reward the competent 
:xvt to apply the good to the employee who is "coosting", who takes 
on unusual amount of sick leave on Fridays and Mondays, who custom- 
arily gives a - higher priority to -the Elating, of car pool deadlines 
than he docs to the meeting of office deadlines, or who is simply 
not performing well at his grade level .. 
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h» She GTH Career Board heartily eadoraea these 'two 
s of tfca Federal Salary RefOrn Act and expects that OCR 
oopervisors will rcaJse full use of then. 


i 



miTTiEM RAZHO 
C&airaiaii, CSR Cereer Board 


25X1 A9a 


JUatrlbwtioa i 
All GSR Supervisors 
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mmmm FOR: Director of Barsonael 

G&SJSCT : Conversion. of Locally-Hired Employees from SI 

to HA Career Service Designation 


I* X reeoraaena that the locally-hired employees narad on the 
attached list he considered for conversion from ST to Wi Career 
Service- Designations* The term "locally-Mred” moons that the 

25X %X1A6a 


25X1 A6a 


25X1 A6a 


2. I%r agreement betveen the Director of Personnel and the 
Director of Training, confimki by memorandum dated 10 ifcvember 1953, 
vo have not been assigning service designations to incoming locally- 
hired personnel. For the sake of uniformity,. I vould mtt like to 
apply this throughout the entire Station, by classifying HA those 
remaining locally-Mred employees vho still carry an S3? designation. 




. • Distribution: 

Grig & 1 - Addressee 
1 - ADTR 
1 - PO/TR 

25X1 A9a 0TR/WSD/^^^^^B , :nam (5 March 62 ) 
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MEMORANDUM FOR: Chiefs Operations School 
SUBJECT : Conversion to Career Employee Status 

25X1 A REFERENCE : dated 15 Sep 6l 


1. In accordance with referenced regulation, which establishes 
categories of personnel within CIA and sets forth policies for the 
selection of Career Employees, I have attached to this memorandum 
the names of employees in your office who have become eligible for 
conversion to Career Employee status since processing for Career 
Staff membership was suspended. 

25X1 A 2. states in part: "Career Employees are staff 

personnel who, having attained age 25 and having served a provisional 
period of at least three years in CIA, are selected for long-term 
service in the Agency. The selection of an individual for Career 
Employee status will be based on his job performance, his personal 
conduct, evidence of his intent, capability, and desire to fulfill 
the service obligations of the Career Service to which he is assigned, 
and his potential for long-term service in CIA." 

3. In some cases you may wish either to recommend deferment 
for a specific period (not to exceed one year) or to recommend that 
the employee ' s Career Provisional appointment be terminated because 
he has failed to meet career employment standards. 

4. Based on the criteria in paragraph 2, please indicate after 
each name which of your employees listed you feel to be suitable for 
selection to Career Employee status, and which, if any, you recommend 
for deferral or termination. Please return this list to the Personnel 
Branch no later than 1 December, so that the Career Service Board 

may consider your recommendations at our meeting on 7 December 1961. 

25X1 A9a 

MATTHEW BAIRD 
Director of Training 

Attachment 
as stated 
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OFFICE OF TRAINING REGULATION NO* 2Q~9 6 December 1956 

SUBJECT* Rotation Procedures OTR Personnel 
v^ECISSIONs OTR Rogiilation 20-9 dated 19 April 1955 
' 1c. GENERAL 

This regulation establiohes policies and outlines the procedures 
to be followed within the Office of Training to accomplish the fsjrste** 
nratic ©ssehango of personnel on a rotational basis between the Office 
of Training and other corpononts of the Agency <> 

2.o POLICY 

A primary objective of OTR la continually to improve t he 
quality of foffilid-Pgo ■ The assignment of qualified operationally 
experienced personnel to OTR ,is an essential step in accomplish-* 
ing this objective, A- M 

b 0 The assignment of OTR career designees $ where appropriate, 
to selected positions in other components of the Agency, parti" 
cularly in th© Clandestine Services, will, provide opportunity 
for individuals to gain valuable Headquarters and field a 3 tp«r&- ‘ 
enco, thus eniiancing their effectiveness upon their return to 
OTR, 

Co The tour of duty in OTR and other components will conform 
to the normal tour of duty of the components o 

d, Tha Director of Training will approve all rotations, 

3, PROCEDURES . • . _ . ' 

.&» Each School and Staff Chief will prepare a list identifying 
tliose positions under his direction which require personnel with 
specific Agency experience (e 0 g* FI Case Officer experienc®), 

b. Each School, and Staff Chief will establish a priority rotation 
list of employees under hie direction baaed on length of service 
in, OTR and other considerations ( 0 «g«. age, etc). 
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OFFICE OF TRAINING REGULATION NO. 20-9 6 December 19^6 

Co The lists as described in 3 («) and (b) will be submitted 
to the FO/rR who will coordinate with the OTR Career Service 
Board for final approvals 

do After approval of the priority rotation lists by the OTR 
Career Service Board, the PO/TR will provide copies to the 
School or Staff Chief concerned and will advise the appropriate 
Career Service Panel or Board of the OTR persons who would 
rnmaally rotate to their area Q The initial rotation schedule 
will be completed by approximately 1 January 19JJ6 and will be 
revised quarterly thereafter. 

e* Six months prior to the projected rotation date of an 
individual, the PO/fR will contact the appropriate School or 
Staff Chief and till submit two reports to the appropriate 
Career Service Panel or Board* One report wi ll describe an 
Individual 11 a qualifications and most recent duties, and the 
other will be h vacancy report denoting the job requirements 
for a replacement o In the event the projected rotation date 
cannot bo honored, reasons therefor will be submitted to the 
OTR Career Service Boards If the Caserns given are considered 
to be valid by the OTR Career Service fibard, processing will 
cormenee on the next listed individual. 

f. All rotations are subject to the procurement of suitable 
replacements unless approved otherwise by the OTR Career Service 
Board. 


O ; . 

Distribution* 

All OTR Personnel 



Director of Training 


25X1 A9a . 
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OFFICE OF TRAINING REGULATION NO. 20-8 19 April 1955 

SUBJECT* 'Assignment of Personnel to Vacant Positions Within OTR 
^/RESCISSION* OTR Regulation No. 20-8, dated 15 October 1954 







1. POLICY ' 

It is the policy of the Office of Training to give equitable consider- 
ation to all eligible OTR personnel for vacant positions which occur 
within OTR, and to ensure the proper slotting of personnel In accordance 
with an approved Table of Organization, Recruitment outside OTR will 
be undertaken only after consideration of OTR personnel has failed to 
produce an acceptable candidate. 

2. PROCEDURES 

a. The Chiefs of major OTR components will notify the Personnel Officer, 
OTR, when vacancies occur within their components. 


b. Upon receipt of this notification the Personnel Officer will review 
the records of qualified OTR employees and recommend to the Chief 
of the component concerned those employees whose seniority, quality 
of training evaluations, and excellence in performance ratings are 
such as to warrant consideration for the vacant position. In addition, 
the Personnel Officer, OTR, will consult with those Chiefs and 
supervisors whose personnel are being considered, with regard to 
availability, career plans, and ether pertinent factors. 


c. The Chief of the component wherein the vacancy occurs will indicate 
his selection from the eligible employees, and, when agreement has 

* been reached between the individual and the Chiefs of the components 
concerned, the Personnel Officer, OTR, will take the necessary action 
to effect reassignment to the vacant position. 

d. When an agreement cannot be reached between the Chiefs concerned, 
and the Personnel Officer, OTR, the matter will be referred to the 
OTR Career Service Board for decision. 


e. In those cases Where there are no acceptable OTR candidates, the 
Personnel OTficer/OTR, will undertake recruitment outside OTR, upon 
authorization of the OTR Career Service Board. 

25X1 A9a 

Director of Training 



Distribution* All OTR Personnel 
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OFFICE OF TRAINING REGULATION NO, 20-7 H October 1954 

... 4 ' • - •• • • t 

SUBJECT i INDIVIDUAL CAREER DEVELOPMENT PLANS 



1, GENERAL 

In order that tb» Office of Training Career SerTioe Board 
©an properly plan for the career development of it* personnel, the 
following policies and procedures will g overn the preparation and 
iproccBsingof individual career development plans for each service 
designee of the Office of Training, 

2, POLICY 

f 

a. In the planning and execution of Measures to be taken in 

providing for the career development of its personnel, it is the 
policy of the Director of Training that the interests of the 
individual concerned as well as those of the Office of Training 
and the Agency as a whole, will be properly considered, ' 

b. Individual career development plans approved by the Qffio# 

of Training Career Service Beard will be put into effect subject 
to limitations which way arise out of considerations of the 
individual’s capacity to perform, his growth potential, the effect 
of his career development plan upon the operation of the Office - 
of Training, and overriding budgetary limitations or personnel ‘ 
ceilings of the Agency, ' 

3, INDIVIDUAL CAREER PEVELOFMENT PLANS 

Each Individual Career Development Plan will cover a five-year 
period and will bo prepared in detail for one to two years in advance. 

Ura * Cor ** additional two to three-year period. Each 
Individual Career Development Plan will contains 

a, A statement ty the individual of his career interests 
and plans, wherein he advises and expresses his desires for 
trai ning , rotation, reassignment, or retention in his present 
assignment, ar*3 proposes hie own recommendations for putting hie 
career development plan Into effect. r 






b 0 A statement by his supervisor which recommends approval? 
modifications and alternatives to the training, rotation, reassign- 
merit, or retention of present assignment as contained in the plan 
and which recommends the conditions which should govern the action 
taken to put the plan Into effect, 

4« RESPONSIBILITIES AMP PROCEDURES 



a. Bach employee Is responsible for preparing and submitting 
his Career Development Flan through his supervisor ahd the Chief 
of the major component of the Office of Training to which he la 
assigned, ninety (90) days prior to the date upon which all career 
plana for that component are to be submitted for a nnu al review by 
the GTE Career Service Board. (See paragraph 4 0 c. below, ) Ha 
will review and modify hie Career Development Plan annually. 

b. Supervisors will be responsible for ascertaining that 
career plans are Initiated by employees under their inmedlate 
Jurisdiction. Bach supervisor In the chain of command will review 
each plan, recommending modification or implementation,, The plan, 
including supervisory recommendations, will be submitted to the 
OTR Career Service Board through the OTR Career Management Officer* 


j 


c. Personnel Branch, OTR, will notify Division and Staff 
Chiefs of the due date for submittal of career plans. Division 
and Staff Chiefs will be required to submit to the Board an annual 
summary of the plane of all persons under their Jurisdiction 
according to the following schedules * 

(l) language & Area Training School ~ 

1 2) Plans & Research Staff -February 

3) AcBoaouent & Evaluation Staff - March 

4) Intelligence Training School - April 

5) Administrative Staff - May, June 

6) Basie Training School — July, August, September 
( 7 ) Operations Training School - October, November, December 




t It is to be noted that this schedule Is based cm the proposed 
organisation of the Office of Training, which is not in effect 
at this writing. 

Director of Training 

Distributions AH OTR Personnel 



